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Introduction 
This HOPWA Monthly Reimbursement Request Guide has been developed to assist Project Sponsors in 

properly documenting HOPWA-related expenditures. This guide should be utilized as a reference 

document to assist Project Sponsors in preparing monthly reimbursement requests to be submitted 

electronically via grantpayments@atlantaga.gov by the 15th business day of each month.  

  

mailto:grantpayments@atlantaga.gov
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Supporting Documentation Requirements 
The following lists contain the required documents that must be submitted to support various HOPWA-

related expenditures. Please note that these lists are not all-inclusive. Project Sponsors are responsible 

for ensuring that sufficient documentation is submitted to justify each HOPWA-related expenditure. At a 

minimum, all HOPWA Monthly Reimbursement Request must contain the following supporting 

documents: 

• HOPWA 1 Form 

• HOPWA Reimbursement Request Form 

• Copies of Invoices for services rendered and/or goods purchased; 

• Cancelled Checks; 

• Bank Statement(s); 

• Third-Party Payroll Registers or Payroll Summary Reports; 

• Personnel Activity Reports (Time Sheets): Signed and Dated by the Employee and Supervisor; 

• General Ledger Reports for all transactions (payroll, invoice payments, etc.); and 

• HOPWA Payment Register. 

If a program provides rental and/or financial assistance, the following documents must also be included 

in each reimbursement request: 

• Copies of the "entire" lease for 1st time clients only; 

• Copies of the "first page" of the lease for current clients; 

• Proof of Security Deposit Payments; 

• Proof of Utility Deposit Payments; 

• Program Income Bank Statement and Tracking Sheet; 

• General Ledger Reports for all transactions (rent payments, utility payments, security deposit 

payments, invoice payments, rent collection, etc.); and 

• HOPWA Payment Register. 

The following pages contain the required forms and examples of various supporting documentation that 

should be included with your monthly reimbursement requests. Please ensure that all required supporting 

documentation is included in each submission to ensure a smooth review process. In addition, please 

ensure that all client personal identification is removed from all documents or the submission will be 

returned for redaction of client information. To ensure that your agency is in compliance with HOPWA 

confidentiality requirements, please utilize a unique identifier, HMIS ID or unit address for all clients, when 

documenting information for financial purposes.  

In addition, please note that REGARDLESS of the type of service provided, i.e. supportive services, rental 

assistance, utility assistance, meals, furniture, etc., ALL reimbursement requests must be supported by 

the above referenced documents. HOPWA is a cost reimbursement contract; therefore, all expenditures 

must be documented via time and effort reports for all staff salaries, invoices for materials and goods, 

invoices for contracted services, payroll reports, general ledger reports, cancelled checks, and bank 

statements. Reimbursement requests MAY NOT solely contain a list of clients served and a unit of 

service cost total. A unit of service cost is the basis for which the amount of requested funds were 
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determined; however, all reimbursement requests MUST BE SUPPORTED by actual expenditures 

incurred to provide the service as stated above.  
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HOPWA 1 Form 
The HOPWA 1 Form should be the first page of your reimbursement request. This form should be filled 

out with the requested agency and project information as provided in your HOPWA Contract. Please note, 

that this form can be revised to match the IDIS Activities that were approved in your HOPWA Contract.  
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HOPWA Reimbursement Request Form 
The HOPWA Reimbursement Request Form should be submitted as the second page of your 

reimbursement request. Please ensure that the form is filled out in accordance with the instructions 

below:    

• Provide a detailed description of each expenditure for which reimbursement is being requested. 

The listed expenditures should match those included on the HOPWA 1 Form. 

• Provide supporting documentation for all items referenced. 

• If you have more than 12-line items for which reimbursements are being requested, please 

continue the request on a new form with the same report number followed by "-1,-2,-,3, etc." to 

denote the continuation of the report. 
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Sample Completed HOPWA Reimbursement Form 
The HOPWA Reimbursement Form should be completed in full as shown in the example below. Please 

ensure that the form contains all required information. In addition, please note that the form must be 

signed and dated by two different people, the prepare and the reviewer. 
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Required Supporting Documentation 
Immediately following the HOPWA Reimbursement Form, the following types of documents should be 

submitted to support all expenditures for which reimbursement is requested. The following examples are 

not an all-inclusive list, but examples of documents required for the type of expenditures shown. 

Furthermore, these documents are being provided to demonstrate the level of support that is required in 

order for your reimbursement request to be approved for payment processing.  

As previously mentioned, at a minimum, all HOPWA Monthly Reimbursement Request must contain the 

following supporting documents: 

• HOPWA 1 Form 

• HOPWA Reimbursement Request Form 

• Copies of Invoices for services rendered and goods purchased; 

• Cancelled Checks; 

• Bank Statement(s); 

• Third-Party Payroll Registers or Payroll Summary Reports; 

• Personnel Activity Reports (Time Sheets): Signed and Dated by the Employee and Supervisor; 

• General Ledger Reports for all transactions (payroll, invoice payments, etc.); and 

• HOPWA Payment Register. 

If a program provides rental and/or financial assistance, the following documents must also be included 

in each reimbursement request: 

• Copies of the "entire" lease for 1st time clients only; 

• Copies of the "first page" of the lease for current clients; 

• Proof of Security Deposit Payments; 

• Proof of Utility Deposit Payments; 

• Program Income Bank Statement and Tracking Sheet; 

• General Ledger Reports for all transactions (rent payments, utility payments, security deposit 

payments, invoice payments, rent collection, etc.); and  

• HOPWA Payment Register. 
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Payroll Expenditures Supporting Documents 
For all payroll expenditures, the following supporting documents must be submitted to demonstrate the 

expenditures were incurred during the applicable month: 

• Third-Party Payroll Registers or Payroll Summary Reports; 

• Personnel Activity Reports (Time Sheets and Time Allocation Reports): Signed and Dated by the 

Employee and Supervisor; and 

• General Ledger Reports for all payroll transactions. 
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Sample Payroll Register 
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Sample Time Sheet and Time Allocation Report  
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Sample General Ledger Payroll Report 
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General Operating and Program Expenditures Supporting Documentation 
For all general operating and program expenditures, the following supporting documents must be 

submitted to demonstrate the expenditures were incurred during the applicable month: 

• Copies of Invoices for services rendered; 

• Cancelled Checks; 

• Bank Statement(s);  

• General Ledger Reports for all transactions; and 

• HOPWA Payment Register (please follow instructions stated with in form). 

If a program provides rental and/or financial assistance, the following documents must also be included 

in each reimbursement request: 

• Copies of the "entire" lease for 1st time clients only; 

• Copies of the "first page" of the lease for current clients; 

• Proof of Security Deposit Payments; 

• Proof of Utility Deposit Payments; 

• Program Income Bank Statement and Tracking Sheet; 

• General Ledger Reports for all transactions (rent payments, utility payments, security deposit 

payments, invoice payments, rent collection, etc.); and 

• HOPWA Payment Register (please follow instructions stated with in form). 
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Sample Rental Assistance Supporting Documents 
Rental Assistance supporting documentation should consist of: 

1. A receipt from the property management company or landlord acknowledging receipt of the 

payment and the total amount received. The receipt should include the property address, date 

payment was received, and the month(s) for which payment was made. 

2. The cancelled check or EFT transmittal for the transaction as proof that the expense was incurred. 

3. The General Ledger Report showing the transaction detail to include the vendor name, payment 

amount, date, and check number or transaction ID.   
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Sample Rental Assistance Receipt 
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Sample Cancelled Check 
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Sample Security Deposit and/Security Deposit and First Month’s Rent Supporting Documents 
Security Deposit supporting documentation should consist of: 

1. A receipt from the property management company or landlord acknowledging receipt of the 

payment and the total amount received. The receipt should include the property address, date 

payment was received, and anticipated date of move-in. 

2. The cancelled check or EFT transmittal for the transaction as proof that the expense was incurred. 

3. The General Ledger Report showing the transaction detail to include the vendor name, payment 

amount, date, and check number or transaction ID.   
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Sample Security Deposit Receipt 
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Sample Security Deposit and First Month’s Rent Receipt 
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Sample Cancelled Check 
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Sample Utility Assistance Supporting Documents 
Utility Assistance supporting documentation should consist of: 

1. A copy of the bill from the utility company. 

2. The cancelled check or EFT transmittal for the transaction as proof that the expense was incurred. 

3. The General Ledger Report showing the transaction detail to include the vendor name, payment 

amount, date, and check number or transaction ID.   
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Sample Utility Bill 
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Sample Cancelled Check 
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HOPWA Program Payment Register 
The HOPWA Program Payment Register must be submitted with each monthly reimbursement request. 

Please ensure that the form is filled out in accordance with the instructions below:   

• Complete all requested information on the form.  

• If you have more than 25-line items for which reimbursements are being requested, please 

continue the request on a new form with the same report number followed by "-1,-2,-,3, etc." to 

denote the continuation of the report. 

• To assist in separating costs by assistance type, a new form may be created for each type of 

assistance provided, i.e. STRMU Rent, STRMU Mortgage, TBRA Rent, or FBH Rent. Please be sure 

to update the Task # in line 2 of each new form, if applicable. 

• Utility assistance, utility deposits and/or security deposit payments should not be included on this 

form. These items should be listed as line items on the HOPWA Reimbursement Request Form. A 

separate transactional summary spreadsheet and all supporting documentation should be 

submitted behind the HOPWA Reimbursement Request Form. 

• Submit the required supporting documentation for all items referenced within the form. 

• If your agency already has a transactional summary worksheet that contains the same information 

as requested on this form, the agency's worksheet can be submitted as an attachment to this 

form. If submitted as an attachment, please complete the top portion of the form, enter "See 

attached" in line #15, sign and date the form. NOTE: Please submit a copy of your transactional 

summary worksheet to your Program Analyst for review and approval, prior to submitting with 

your reimbursement request.  

• If your agency does not provide STRMU, TBRA or Facility Based Housing, please complete the top 

portion of the form, enter "Not Applicable" on line # 15, sign and date the form.  
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Sample HOPWA Program Payment Register #1 
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Sample HOPWA Program Payment Register #2 
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Sample HOPWA Program Payment Register #3 
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Sample Payment Register Attachment 
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General Ledger Detail Report and Bank Statements for Expenses 
All reimbursement requests must include a General Ledger Detail Report and Bank Statement(s) for the 

month that the reimbursement is requested to support any expenses incurred.  

• The General Ledger Detail Report will be used to verify that the costs were charged to the HOPWA 

grant within the agency’s accounting system. All transactions should correspond with and include 

the agency’s assigned revenue and expense codes for the applicable HOPWA Grant.  

 

• Bank Statements will be used to verify that all checks cleared during the month for which 

reimbursement has been requested. If a check has not cleared by the 15th business day of the 

following month, the transaction should be included in the next monthly submittal. Expenses 

should not be submitted for reimbursement until after the check has cleared the bank, regardless 

of the date the check was written.  
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Sample General Ledger Report 
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Sample Bank Statement 
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General Ledger Detail Report, Bank Statements and Program Income Report 
All reimbursement requests must include a General Ledger Detail Report, Bank Statement(s) and Program 

Income Report for the month that the reimbursement is requested to support any program income 

collected and/or expended.  

• The General Ledger Detail Report will be used to verify any rent collected from clients has been 

properly recorded within the agency’s accounting system. All transactions should correspond with 

and include the agency’s assigned revenue codes for the applicable HOPWA Grant.  

 

• Bank Statements will be used to verify that all program income is being properly during the month 

for which reimbursement has been requested.  

 

• Program Income on-hand and expended should be reported on the Program Income Expenditure 

Summary Form. All expenses paid utilizing program income must be reported and documented in 

the same manner as all other HOPWA-related expenditures. 
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Sample General Ledger Report 
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Sample Bank Statement 
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Sample Program Income Expenditure Report #1 
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Sample Program Income Expenditure Report #2  

 


